
CONVERTING FROM GOVERNMENT

COMPETENCY BUILDING NUMBER PHONE NUMBER EFFECTIVE DATE

SPAWARSYSCENLANT 12900/6, (Rev. 07/11) 

CONTRACTOR EMPLOYEES CHECK IN LIST

Competency / Serial Number:
12900

EMPLOYEE NAME (Last, First, MI)

POSITION TITLECONTRACTOR'S COMPANY

INITIAL DATE

INITIAL DATE OFFICE

1. Government Sponsor

OFFICE

1. Corporate Operations Administrative Officer

2. Check In/Check Out Liasion

2. Security Programs Branch

3. Visitor Control

4. Clearances (Physical Industrial and Information Security)

5. CAC Trusted Agent

6. Information Assurance Management

7. NMCI/Service Delivery Operations Group

8. IT Helpdesk

9. Check In/Check Out Liaison

10. Check In/Check Out Desk (CICO Desk)

Please go in the following order to the offices performing these functions:

Attention Check In Desk: Generate an email for the offices listed below. The offices will acknowledge receipt of the email by replying to the CICO Desk. 
Once all have replied, the CICO Desk will send a copy of the checklist to the Check In/Check Out Liaison.

NOTE: When checklist is complete, send copy to the Government Sponsor for their records.

Date:

YES NO
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